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Login to KELMS

To access, the KELMS System, login to KHRIS. On the left hand panel under Career and
Development, click on KELMS. The Sign in page will appear.

Welcome
Benefits Information
Payment Information
Employee Search
Personal Information
« Addresses
+ Bank Information for Dire...
+ Emergency Contacts
+ Personal Data
Resources
+ Employee Handbook
+ G0 to State Employee W...
+ G0 to tutorial page
Working Time

Career and Development

+ Position Description

« KELMS

Login is also available on the KELMS webpage: https://personnel.ky.gov/Pages/ODE-Training.aspx
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https://personnel.ky.gov/Pages/ODE-Training.aspx

The first time you access the Sign In page, you will be prompted to enter the username and password

that have been assigned to you.

e Username will be your KHRIS ID

e Password: kentucky#l

If you do not know your KHRIS ID, please contact your agency training coordinator at:
https://personnel.ky.qov/ODET/KELMS%20Training%20Coordinators.pdf

SIGN IN

PLEASE ENTER YOUR USERNAME AND
PASSWORD.

Password

Forgot your password?

V17.1.1.0

Kentucky Enterprise
Learning Management System
Copyright ® 2004-2017 SumTotal Systems, LLC, a Skillsoft

company. All rights reserved. SumTotal Systems, the
SumTotal Systems logo, and Talent Expansion are a partial

When you log in for the first time, you will be prompted to set up a Personal Security Question. If you
ever have trouble logging into your account in the future, KELMS will use this question to allow you to

reset your password.

PERSONAL SECURITY QUESTIONS
* Required Field

* Question *

Select One v ]

# Answer *

CANCEL SAVE

You will be directed to change your password after you have successfully logged on to the system.

If you forget your password, click the Forgot your password? link on the sign in page.
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https://personnel.ky.gov/ODET/KELMS%20Training%20Coordinators.pdf

Reset Your Password

If you have forgotten your password, KELMS now offers two separate ways to reset it yourself.

1.

2.
3.
4.

Click the Forget your password? link.

SIGN IN

PLEASE ENTER YOUR USERNAME AND
PASSWORD.

Password

Forgot your password?

Vvi7.1.1.0

You will need to enter your username first then select the option you want to use.
You can select to reset your password via email.

Select Send by email and click the Next button.

FORGOT PASSWORD
USER NAME

Select how you want to reset your
password

O Send by email
® Security question

NEXT

Cancel

viz.ii.0
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5. Enter the email address attached to your account and click the Send button.
6. KELMS will send you an email and from there you can click on the provided link and follow the

simple instructions to reset your password.

SEND EMAIL

EMAIL ADDRESS

Cancel

Vi7.1.1.0

7. You can select to reset your password by your secret question. This is the question and answer
you set up when you first logged into KELMS. You will need to know the answer to the question
to reset your password with this option.

Enter your username.

Select “Security Question” and then click the “Next” button.

FORGOT PASSWORD
USER NAME

KEL1234

Select how you want to reset your
password

® Send by email
Q Security question

NEXT

Cancel

vViz.1.1.0
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10. Answer the security question and click the Next button.

SECURITY QUESTIONS

Answer the following
questions:

In what city or town was your first job?

Cancel

viz.i.1.0

11. From here just follow the instructions, paying close attention to the requirement for an
acceptable password.

RESET PASSWORD

Your new password must contain:

Characters: At least 8

Numbers: At least 1

Special characters: At least 1 from ((@ % +
\/ISE?[]

Lowercase characters: At least 1
Uppercase characters: At least 1

NEW PASSWORD

CONFIRM NEW PASSWORD

SAVE

Cancel

viz.1.1.0
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12. Once you have met all the parameters for the password (you will see green check marks), click
the Save button.

RESET PASSWORD

Your new password must contain:

Characters: At least 8

Numbers: At least 1

Special characters: At least 1 from ((@ % +
\/ISETLD

Lowercase characters: At least 1
Uppercase characters: At least 1

NEW PASSWORD

CONFIRM NEW PASSWORD

SAVE

Cancel

Vi7.1.1.0

13. Once you have successfully reset your password you will receive the message below.

RESET PASSWORD

Your password has been reset successfully.

V1ir7.1.1.0
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Locate User & Update Photo

1. Navigate to Administrator Links>All Users
2. In the search Window, enter your name.

3. Click the Search button or hit enter.
4

Click on your name.

USERS

View list of all users, or create a new user. Includes filters and search capabilites

kathryn hutcherson Q

Y rLters (2 Export

First Name ~ Last Name Manager Name Employee ID

Kathryn Hutcherson Wesley Swarner

The Widget screen appears on the right. Click the Learner name.

The Learner Overview screen opens allowing the opportunity
to edit the photo. Click Edit Photo & Click to upload photo.
7. After selecting your photo, click Upload then Done.

] =

I Kathryn Hutcherson I

Systems Consultant IT

User
Manager
Wesley Swarner

Primary Domain
Personnel Cabinet

Primary Org
Governmental Services Center

Primary Job
Systems Consultant IT

Email
Null@sumtotalsystems.com

EMULATE EMPLOYEE

Kathryn Hutcherson

Systems Consultant IT

Systems Consultant IT

OVERVIEW Email
Null@sumtotalsystems.com

PERSONAL

Manager
Wesley Swarner

LEARNING
State

B EDIT PHOTO

OVERVIEW FOR KATHRYN HUTCHERSON

Work Phone

City
Frankfort

Country
us

OVERVIEW FOR KATHRYN HUTCHERSON

Systems Consultant IT

Email Work Phone
Null@sumtotalsystems.com

Manager City
Weslay Swarner Frankfort
State Country

T OKY us
B EDIT PHOTO

9

ODET KELMS Training Coordinator QRG

05/17




User Account & Personal Details Screen

1. Navigate to Administrator Links>All Users
2. In the search Window, enter your name.

3. Click the Search button or hit enter.
4

Click on your name.

USERS
View list of all users, or create a new user. Includes filters and search capabilites
kathryn hutcherson Q & E
I Kathryn Hutcherson I
Y FILTERS & Export Systems Consultant IT
D
First Name ~ Last Name Manager Name Employee ID

User

Kathryn Hutcherson Wesley Swarner Manager

Wesley Swarner

Primary Domain
Personnel Cabinet

Null@sumtotalsystems.com

5. The Widget screen appears on the right. Click the Learner name. o oy
i Governmental Services Center
6. Click Personal e
. Systems Consultant IT
7. The User Account & Personal Details Screen Opens e
8.

Under Personal>User Account & Personal Details check the box

for Instructor. Doing so will mark this person as one who teaches

class and will make them available as a trainer when you create
your activity.

9. You can also reset the user password at this location. Enter the password one time.
Note that the Learner account is Active.

10. Check the box Must Change Password & Click Save.

Kathryn Hutcherson USER ACCOUNT AND PERSONAL DETAILS
@ Systems Consultant IT Required Field

Account Details

OVERVIEW Login Name * Password *

PERSONAL 8

S| S|
USER ACCOUNT AND PERSONAL DETAILS I ] Login enabled (Web Services) [IMust change Password

JOB DETAILS

Person Domain *

CONTACT DETAILS
Personnel Cabinet CLEAR m

LEARNING
User Security Role *
. M Active
GSC-Training Coordinator { GSC Global ) v
Can view domain users Instructor: (Y/N)

11. View new Organization Headers at the bottom of the screen.
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User Account & Learning Details Screen

1. Navigate to Administrator Links>All Users
2. In the search Window, enter your name

3. Click the Search button or hit enter
4

Click on your name

USERS

View list of all users, or create a new user. Includes filters and search capabilites

kathryn hutcherson Q

Y rLters (2 Export

First Name ~ Last Name Manager Name Employee ID
Kathryn Hutcherson Wesley Swarner

5. The Widget screen appears on the right. Click the Learner name

6. Click on Learning

OVERVIEW FOR KATHRYN HUTCHERSON

Systems Consultant IT

Kathryn Hutcherson
Systems Consultant IT

QOVERVIEW Email Work Phone
Null@sumtotalsystems.com
PERSONAL Manager city
Wesley Swarner Frankfort
LEARNING
State Country
us

kY
B EDIT PHOTO

] =

I Kathryn Hutcherson I

Systems Consultant IT

User
Manager
Wesley Swarner

Primary Domain
Personnel Cabinet

Primary Org
Governmental Services Center

Primary Job
Systems Consultant IT

Email
Null@sumtotalsystems.com

EMULATE EMPLOYEE

From this location you have the opportunity to view lots of information specific to the current

user.
e Training Transcript
e Training Schedule
e Self-Reported Training
e Instructor Schedule
e Messages

e Busy Time

e Instructor (view the classes the current user served as a trainer)

e Audiences

e Learning Activities (assigned trainings for current user)
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Cancel a Learner Registration

1
2
3
4
5.
6
7
8
9

Navigate to Administrator Links>All Users
In the search Window, enter Learner name
Click the Search button or hit enter
Click on the Learner name
The Widget screen appears on the right. Click the Learner name
Click on Learning
Select Training Schedule
Check the box on the left of the activity name you wish to cancel the registration
Click Cancel Registration
TRAINING SCHEDULE
This is a list of current training activities for which you are registered.
Search ... E‘Q
CURRENT/UPCOMING EXPRESS INTEREST COMPLETED CANCELED WAITING LIST OR PENDING APPROVAL
ALL ONGOING ACTIVITIES UPCOMING ACTIVITIES FIXED DURATION ACTIVITIES
- Displaying 100f 10Records 10 25 50
Export To Excel =} PrintgviewCalendar
[]  Activity Name Status Code Region Start Date End Date Actions
T | Accurate Time Reporti [ Reisteneo | 55793CBTHRSATR B
[
O FMLA Online Traini [ i prOGRESS | 55793CBTHRSFMLA 1/4/2016 .
Course e
NOTE: You can cancel multiple registrations for this learner at the same time.

10. The Cancellation Confirmation screen appears. Confirm that the box checked for cancellation
iSs accurate, if not click the Back Button. If accurate click Cancel Marked

CANCELLATION CONFIRMATION

Please review the list of activities below. Some activities may be included for cancellation automatically because of the registration option requirements.
You can choose to cancel your registration for only the marked activities or for all the activities on the page.

Note: If you have paid a fixed price for the group of activities and do not cancel from all of them, you will still pay the fixed price.
If you cancel from all the activities, you will only pay the applicable fees.

Total llation cost of the activiti L]
below:

Total value of refunds: 0

O  SelectAll

[ Course

GSC Customer Service Online (1.0)
Actual Price: 0.00 USD Cancellation Fee: 0.00 USD Refund: 0.00 USD

55790CBTPGDPSCS110-01

BACHl| [ CANCEL MARKED
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Using Enterprise Search

The Enterprise Search icon Edisplays at the top of all KELMS pages. You can use Enterprise
Search to find:
e Navigation: Example — Search for “Change Security Question” & navigate there
e Activities: Search for learning activities and content such as courses or documents
e Reports (Advanced Reporting Users Only): Search for Reports, Ad Hoc views or
Domains that you have security rights to access by either name or keywords within the title

or description.

NOTE: Enterprise Search tailors its results to your role and permissions. For
example, only users with administrative permissions receive results related to

Administrator menu items.

Search for Content

1. Click Enterprise Search E on the right side of the top navigation bar.
The search page will open.

2. Type in the search criteria in the search field and press the Enter key.

‘ | ALL RESULTS ~

WHAT ARE YOU LOOKING FOR?

elect a specific item to navigate to your area of interest. You can search for Activities, Reports, Employees, and Transactions. Search supports the use of the asterisk (*) wild card to represent one or more
unspecified characters. If no results match your search, Search will return any results that closely match what you entered.

FIND A COURSE FIND AN ACTIVITY
- 4

Browse your course library Browse your activity library
that contains 143 courses. that contains 147 activities.

3. The top three results will be returned in each category.

EXCEL ALL RESULTS ~

ALL RESULTS (5)
TOP RESULTS FOR EXCEL

PEOPLE (0)

ACTIVITY (5) VIEW ALL

ACTIVITY (5
) KYTC Microsoft Excel 2013 intermediate

n this two-day Intermediate class, wesnbspowill explore SELECT =

mere features about Excel formulas and functicns, talk about
LT Course I 3561 PILTTEC-Microsot-Excel- 200 interm

MNAVIGATION (0)

REPORTS (0)
KYTC Microsaft Excel 2013 Crosswialk

SELECT

course 3561 7-CBT-PGO-KYTC-Micrasoft-Excel-201 3-C

KYTC Microsoft Excel 2013 Essentials Level 1

n this two-day beginner class. we will start from the basics of m

Excel - what Excel ts and how one launches Excel. Then
LT Course Ml 3561 FILTTEC-Microsoft-Excel-201 3-Essent

10
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4. Tofilter the results click on the drop down and select the appropriate filter option.

ALL RESULTS (5)

PECPLE (0)

ACTIVITY (5)

MNAVIGATION (0}

REPORTS (0)

EXCEL

TOP RESULTS FOR EXCEL

ALL RESULTS -

ALL RESULTS
People

ACTIVITY (5)

Activity
Navigation
Reports

KYTC Microsoft Excel 2013 intermediat

VIEW ALL

i this two-day Intermediate class, welnbspowill explore
muore features about Excel formulas and functions, tallkc about

LT Course I 3561 7ILTTEC-Microsaft-Excel. 201 3. nterm

KYTC Microsoft Excel 2013 Crosswalk

fcourse 3561 7-CBT-PGD-KYTC-Micrasolt-Excel- 201 3-C

KYTC Microsoft Excel 2013 Essentials Level 1

m this twio-day beginner class. we will start fraom the basics of
Excel - what Excel s and how one |aunchas Excel. Then

EMILT Course W 3561 JILTTEC-Misrosoft-Eagel 200 3-Essent

SELECT ~

ECT =

SELECT =

5. Click View All to see all the search results

6. Click the Relevance drop down menu to sort your results.

bort By  RELEVANCE -

Relevance
Deescriplion (A-Z)
Deescripion (2-A)

Eridd Date (Dikdast)
Erill Diame Mg )
Mairse (A-Z)

Pdarmie (-]

Seart Dare (Cilder)
Start Date (Newest)
Dt Crdaded] {CHilest)

Diate Creaqed {Mevwsas)

7. Click the drop down arrow in the Select button to:

e Register

e View Details

e Manage Assignments

e Register Others
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Accessing the Library to Find Training
Use this option to locate training and register employees for State-Wide training.

1. You can access the Library by clicking from the Header menu.

From here you can use the Navigation (left-hand) pane to browse by topic. Use the arrows to

expand or minimize lists of subtopics.

The number count next to a topic also includes activities associated with its subtopics. When

you click on a topic that has subtopics, the Library shows all activities associated with that topic

and activities associated with its subtopics.

a = L‘g Q

LIBRARY

mn
o

FILTER
actvity ~ i x SHARE TOPIC

lopment & Training
HUMAN RESOURCETRAINING X FULL LIBRARY
Sort By NAME (A-Z) ~

ACTIVITY (16)

Accurate Time Reporting
This eLearning course covers the basic guidelines for time and attendance, including: hours of work, use of leave, reperting hours of work

& Course @45 Minutes 155793CBTHRSATR

This Instructor led training course is designed to provide Agency Level 1and 2 User Types with the basic knowledge and skils needed to

- navigate through Career Opportunities System (COS) as well as to perform any related business processes, This course is specifically SELECT
LT Course @6 Hours #55793ILTHRSCOSAL1-2

Employee Performance Evaluation Orientation (2.0}
This course will provide an understanding of the performance evaluation process.

SELECT ~
#Course @1 Hour 1 55793CBTHRSEMPEVAL-02

KHRIS Basics of Navigation
This intraductory online course is 3 pre-requisite to KHRIS courses and is specifically designed for new users in the KHRIS system, This
caurse vill cover the basics of the system with exercises. You will learn how to navigate, and much mare.

9
COS AGENCY LEVEL 1 & 2 USER TYPES (ILT)
2
Tq
£
i

2. Click the drop down arrow in the Select button to:
e Register
e View Details
e Manage Assignments

e Register Others
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Create an ILT Course

1. Navigate to Administrator Links > Learning Activities

2. Click New Activity in the top right hand corner

ACTIVITY MANAGEMENT m

Create and manage learning activities.

Offering of selected activity :

social E L Displaying 1 of 1 Records. Create Version

E Export = Print E Copy X Delete &l Act Ad Hoc Class
Ad Hoc Course
Name Activity Start Date End Date Code  Primar CEReguirement Group
Type Bomair =
Class
P Class 252G /252016 Global  Course i
Attracting an Audience B:00 AWM M5ET 5:00 P M5T a
through Social Media Curriculum :

3. Select ILT Course
The New Activity Opens in the Staging Window & you are ready to set its properties.
4. Under General>Name

a. Enter the name of the ILT Course you wish to create

STAGE

NEWACTIVITY_ 20170421

i View Tracks € New~ W& Actions v

All required fields appear in this section. Once the fields are filled in, click Validate
¥ NewActivity_20170421 values for optional fields.

~ GoTov P ExpandAll ¥ Collapse All = Checklist N view Requ

v CONFIGURE GENERAL PROPERTIES FOR YOUR ACTIVITY

| General

Set general information like activity name, activity code, description, add spec
Name: *

NewActivity__ 20170421

Primary Domain: *

Global

Scroll down and enter the Course Code

Enter the Course Description
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7. Enter any Keywords that may help users search to find the activity

8. Under Status, ensure all 5 boxes below are checked

Status

Active

[] Canceled

Can be copied
Can be subscribed
Can be fulfilled

Express interest

[] No registration required
[] Hide in Manager mode

[] Hidden from Transcript

Control the availability of this activity for use in other activity structures, viewability in searches,

[[] Hide from search results for Learners and Managers

9. Enter your Estimated Duration

10. Enter your Estimated Credit Hours

11. Under Notifications>System

12. Change the View drop down box to Active
13. Check the box beside NOTIFICATION NAME - this will select all notifications

notified when the activity is created.

NOTE: Leaving the Express Interest Notification turned ON allows Learners to be

14. Select Inactivate

System

Search...

© Activate

~ NOTIFICATIONS

Q

X Inactivate

o 7

0 7

Continuous Feedback Send Reminder Email Template

Activate the necessary system notifications.

(7]

® Print % Export To Excel

| O I Notification Name

Continuous Feedback Thank Email Template

Notification Template

Continuous Feedback Send Reminder Email Template

Continuous Feedback Thank Email Template

View‘ Active |

0 Selected 26 Records

Template Type

Continuous Feedback Send Remi

Continuous Feedback Thank Ema

15. Click Validate for Production
16. Click Move to Production

17. Click Close in the bottom right hand corner & return to the Activity Management window
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Create an ILT Class From an ILT Course

1. Navigate to Administrator Links > Learning Activities

2. Click New Activity in the top right hand corner

ACTIVITY MANAGEMENT m

Create and manage learning activities.

Offering of selected activity :

social E L Displaying 1 of 1 Records. Create Version

E Export = Print E Copy X Delete &l Act Ad Hoc Class
Ad Hoc Course
Name Activity Start Date End Date Code  Primar CEReguirement Group
Type Bomair =
Class
P Class 252G /252016 Global  Course i
Attracting an Audience B:00 AWM M5ET 5:00 P M5T a
through Social Media Curriculum :

Select ILT Class from the drop down list
If the ILT Class does not appear in the window, browse to locate the ILT Course you wish to
create your ILT Class from

5. Click Build Offering at the bottom of the screen

OFFERING WIZARD

Create your ILT class and session. Provide time, duration, and capacity details as applicable.:*

BROWSE...

Select the dates for this offering on the calendar below. Each date will generate a separate Session.

Su Mo Tu We Th Fr Sa

1
2 3 4 5 6 T 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30

02 4: 57 % pm
Apr 21, 2017 Clear

Time zone:

America/New York

Duration:

Hours Minutes

0 0

Maximum Capacity:
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Once you have created your activity, you can set its properties (below)

6. Remove OFFERING OF from the Activity Name

7. Under STATUS ensure that all 5 boxes are checked
Active

Hide from Search

Can be copied

a o o p

Can be subscribed

e. Can be fulfilled
8. Enter your Estimated Duration
9. Enter your Estimated Credit Hours
10. Under Schedule, enter

f. Start Date & Time

g. End Date & Time
11. Under Registration>Availability

h. Enter Maximum Capacity
12. Under Resources>Instructor

i. Click Add to add the name of the Class Instructor

v RESOURCES

Instructors

Select instructors that are qualified and/or responsible for teaching this activity.

Search... Q, e

© Add @ Refresh Audience Instructors ® Print X Export To Excel

O Instructor... Qualified Responsible  Conflict check

Status

j. Click Select Instructor

k. Enter Instructor name in the Search Box

i. When the name appears, Check the box beside the name of the Instructor

ii. If the Instructor is Available, Click Next.

e Qualified means the instructor is qualified to teach the class.

o Responsible means the instructor is responsible for teaching the class.

iii. Select the appropriate boxes and click OK.
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ADD ACTIVITY INSTRUCTORS

Specify whether you want the selected instructor(s) to be qualified and/or responsible for this activity. Click OK to continue.

Instructor Name Qualified Responsible
Chester Adams 3]
Jonathan Alexander ¥

BACK oK CANCEL CE CREDITS

Under Resources>Location
|. Click Add to add the Class Location

Locations

Choose a room to use for this activity.

Search... | Q, Q

© Add ™ print % Export To Excel

] Location Name * Facility Name Conflict check

13. Under Notifications>System
IMPORTANT: Activate or inactivate the necessary notifications based on whether you are
entering the training in advance or after the fact.
m. First see what is Active by Changing the VIEW to ACTIVE in the top right hand corner.
Note: If the activity you are creating has already happened, DEACTIVATE all notifications.

How To Inactivate

a. Ensure that your view is set to Active
b. Check the box beside NOTIFICATION NAME — this will select all notifications

c. Select Inactivate

¥ NOTIFICATIONS
System
Activate the necessary system notifications.
Search... ale View ‘ [ocive 1Y |
© Activatd X Inactivate] ® Print X Export To Excel 0Selected 26 Records

m} I Notification Name * Notification Template Template Type
O #  Continuous Feedback Send Reminder Email Template Continuous Feedback Send Reminder Email Template Continuous Feedback Send Remi
O #  Continuous Feedback Thank Email Template Continuous Feedback Thank Email Template Continuous Feedback Thank Emal
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14. Click Validate for Production
15. Click Move to Production

16. Click Close in the bottom right hand corner & return to the Activity Management window
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Copy an ILT Class

1. Navigate to Administrator Links > Learning Activities
Locate the ILT Class you wish to copy.
Select the radio button to the left of the ILT Class & click Copy.

Create and manage learning activities.

e - Diversity E] ADVANCED | @ Displaying 7 of 7 Records 10 25 50 100

2 Export &= Print fEI Copy Delete ILT Class v Active ¥
Name Activity Start Date End Date Code Primary Facility Published Last Actions
Type Domain Date Updated
Date
®  DAQ-Diversity, Anti-Harassment, ILTClass 201472017 201412017 57129ILTPGDDIVERSITY-  Energy and 801Teton 112602017 1126/2017 £IT
Anti-Discrimination 8:30 AM EST 12:00 PM 0-0001 Environment Trail, 11:22AM 11:22 AM -
EST Cabinet Frankfort, KY ~ EST EST

The Select Properties screen will appear. Enter the number of copies you wish to make.
Scroll down on the scroll bar & click OK.

SumTotal x

SELECT THE PROPERTIES TO RETAIN. MAKE CHANGES TO THE NEW COPY

DATES

@ Keep same dates and times
O Offset dates and times by:

Days Hours Minutes

O Offset dates and times relative to:

@] America/New York

NUMBER OF COPIES

Make the following number of copies:

EDIT PROPERTIES FOR THE NEW COPY

An exact copy of the activity has now been created and you can modify its properties.

6. Remove Copy (1) of from the Activity Name

~

Under Schedule, Enter New
a. Start Date & Time
b. End Date & Time
8. Click Vvalidate for Production
9. Click Move to Production

10. Click Close in the bottom right hand corner & return to the Activity Management window
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Create a Simple One-Time-Only Class

1. Navigate to Administrator Links > Learning Activities

2. From the New Activity list, select Class.
The Staging Editor displays.
You can make changes to any properties while in Staging and then move the course from Staging
to Production. Once you move the Class to Production, you cannot make changes unless you bring

it back to Staging again.

The next three steps detail the three sets of properties essential for you to create this class. You
will notice that there are many other available properties and settings which are helpful or creating
customized learning activities. For now, we just want to focus on quickly and efficiently creating

simple, one-time-use classes.

NOTE: If you do not see the following properties on the main page of the Staging Editor,
you can click Optional to view the full list of available properties and navigate to the

appropriate sections.

3. Under General

STAGE

NEWACTIVITY_20160114

W View Tracks € New v & Actions v

Al required fields appear in this section. Once the fields are filled in, click validate for Production to check for
W NewActivity,_ 20160114 accuracy and to continue to move to Production. Click Optional to enter values for optional fields.

mGoTov P ExpandAll ¥ Collapse All [ Checklist W View Required Properties

v CONFIGURE GENERAL PROPERTIES FOR YOUR ACTIVITY

General

Set general information like activity name, activity code, description, add specific images associated with
your learning activity.

Name: *

Enter an activity name.

Primary Domain: *

Global BROWSE...

Activity Image:

No image is uploaded for this activity

i

VALIDATE FOR PRODUCTION I CLOSE I I OPTIONAL l SAVE

a. Enter a Name for your class
b. Add a Code so that you can track the activity (See Reference Material in this guide)
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c. Add information to any other desired fields, such as giving the class a Description or an

Activity image.

d. Click OK when finished to return to the full properties list.

4. Under General

Schedule properties allow you to get general date and time settings.

General

approval again.

Start date and time:

|

End date and time:

=l

&)

=]

Time zone:

America/Phoenix

# Check for conflicts

Set general scheduling information such as start and end dates, registration and cancellation deadlines, and time zones. If
you change the start date, the system calculates the end date based on offset days (number of days between start and end
date) after you click Apply. If you change the start or end date after resources are approved, the resources will require

Registration deadline date:

Cancellation deadline date:

a. Add the Start date and time first

Pay attention to the year. If your end date is earlier than your start date, you will not be able

to enter them.

b. Add the End date and time second

Pay attention to the year. If your dates do not match, you will not be able to enter them.

c. Choose the Time Zone for your class(es)

d. Click OK when finished to return to the full properties list.

5. Assign the training (a) user(s) by selecting the appropriate Management section

Management settings allow you to assign training to individuals or groups of users. Your selection

here depends on how you wish to assign the training. For example, if you wished to assign the

training to individuals, you would select management: Users, as shown below.
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Users Domains Organizatio... Catepories Audiences

Assign this activity to one learner at a time. This is best for small groups.

Search... E| 7] View | Users who require this activity (directhy) A\
@& Add &% Print 3 ExportTo Excel 0 Selected 0 Records
@ User Name s Due Date Priority Required Administrat...

You can add specific learners by clicking Add and searching for them. There are multiple ways to

assign learners to training.

6. Under Notifications>System
IMPORTANT: Activate or inactivate the necessary notifications based on whether you are
entering the training in advance or after the fact.
a. First see what is Active by Changing the VIEW to ACTIVE in the top right hand corner.
Note: If the activity you are creating has already happened, DEACTIVATE all notifications.

How To Inactivate

d. Ensure that your view is set to Active
e. Check the box beside NOTIFICATION NAME - this will select all notifications
f. Select Inactivate

* NOTIFICATIONS

System

Activate the necessary system notifications.

Search.. E]e view | TR

© Activate X Inactivate F Print % Export To Excel 0Selected 26 Records
E Notification Name Notification Template Template Type

O #  Continuous Feedback Send Reminder Email Template Continuous Feedback Send Reminder Email Template Continuous Feedback Send Remi

[0 #  Continuous Feedback Thank Email Template Continuous Feedback Thank Email Template Continuous Feedback Thank Emg

7. Click Validate for Production
8. Click Move to Production

9. Click Close in the bottom right hand corner & return to the Activity Management window
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Registration: Identifying Registration Checks

Learn is designed to automatically verify that users registering for training are both permitted and

available to take the training before any registration requests are finalized. This functionality automates

the validation process required to ensure that training is offered to the correct individuals. You can

bypass the registration checks.

Assuming that registration issues are being checked, registration requests are verified to ensure that:

* Learners meet the required prerequisites for the activities to which they are registering.

* | earners are approved for the activities and tracks for which they are registering (if approvals
are required).

® Learners are not registering for an activity that they have already completed or fulfilled with the
completion of another activity.

* Learners are not registering for an activity that conflicts with another scheduled activity for
which they are already registered.

® Learners are registering for the activities within the allowable registration period.
® Seating in the requested activities is available.

¢ | earners did not exceed the maximum allowable registrations for the activity (computer-based
training activities only).

® An organization is chosen for billing the cost of the activities.

During registration, any identified registration issues are noted with one of the three icons.

leon Name Description
Indicates that there is an identified issue with the
@ Registration Warning | registration request; however, the issue can be
overridden or resolved.
Indicates that there is an identified issue that restricts
X Registration Blocker | registration completion.
Users require help from an administrator to correct
W Registration Indicates that there is registration information that the
Information user needs to know.
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Registration: Add Learners Directly to an Activity Roster

You have the authority to view all activities that are stored in your managed as well as activities that are

shared with these domains.

Adding learners directly to a roster from the Learning Activities page or from the Activity Staging Editor,
bypasses all registration checks. Users who are registered from the Activity Roster page are added

directly to the activity roster, regardless of whether or not they qualify for the learning activity.

1. Navigate to Administrator Links > Learning Activities

2. Onthe Learning Activities page, search for and locate the required learning activity.

3. From the Actions split-button, select Manage Roster to access the Activity Roster page.

Facility Actions

EDIT ~

Properties

Manage Roster

4. Onthe Activity Roster page, click Add.

ACTIVITY ROSTER

ACTIVE LISTENING WORKSHOP

Acthvity Type; ILT Course Location: Nore

Coce; FRZG InsErucknr; Rone

Show hore Petads wendor: Fage Tomgsaon;

M COMEHEDGN Nor M0 a1 cores drectly from Dhe Coment can overmade manual iosier danges Tor some oniine acviies,

Imatructions Search HER

e e s @: Filer by Status: Al - Ween:  Completion informetion q
| ADVANCID. =
To viev the roster of ather A
activike in the e dick the T
cresponding e, Fhew Racs " j
Mctive Listening Wa -
et St ElSelected Hema: 0 | Reoords: 2
Pulllled notvitles % Hame . dtatus Stalui Date Lot Faived Coenpleted Sigradurs
* Artive Listening Aorkshog Slatus

* Artive Listening #orkshop

* Artive Listening Workshop

Fulfilied Dy Aethvities &

[Chear i)

* Artive Listening Workshop miohn 5 Que Agtended SM005 5:00:00 P EDT Feu
CCA-Mow 2712
* Aftive Listening Workshop Lo H Peed Aniended £41/2004 ED000 P EDT e
1 1a . . .
® Agtive Listening Workhag | CANCEL '! APPLY || APPLY TOALL " SEND E-MAIL é
1

5. The Batch Registration screen opens, click Continue.
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6. Under Available Users, click Add.
7. The Select Users section becomes available, choose your desired option & select your learners

SELECT USERS

Select one or more users from the list below and click OK.

Search: Help
Records 1-10 of 1392 Page 1of 140 ¥ M GoToPage
@l ADVANCED...

€  selected Items: 0 | Records: 1392
O Name < Manager Primary Domain Primary Job Primary Organization Status
O mAshley R Adams Charles M Cann Energy and Environm... Environmental Scien... Owenshoro Section 0001
O ma Christopher M Adams James T Justice Energy and Environm... Forest Ranger Techn... Northeast Region 0001
8. Click Next
Select Users |

SHp Checking of registration ssu=s

Ewsilshle seats Records: [
AVAILABLE USERS Selecsed mersin REGISTRATION Aualtate sents-Linimites
Aenilable el Users pending appraval:
Lisers not In allocation: 0
+ Rermove All
Adil Selecr AN Clear Al
Mame .
Mawe . LTS
WAITING LIST Recards:
> =]
Hame .

-
(v ] [ IR
=

9. The selected users now appear on the Available Users list.

Bonllalil e senTs
AVAILBBLE USERS Selected users 57
Eupllabile uens I7T
Users mek in allecatione
Add Selectdll - Clear al
Pacords Pame (=]
R I:I-; bW Tn E*
&7 Page
Mama . Sratus
@ ey Ao hao e
& Amesrnes W Dekalar H s
3 Rich Ranker e s
@ Ronin Banks O =
 Tim O berge i s
FTimW Birmey o s
#  Rpooe Bodine iy s
# Rrssls | Folsnidsr o s
W Frenkln ) Bowden 0 e
¥ Calbin FBysinicesy B
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10. Click between the two sections to move users to the Registration list.

AyRlinDle Seats Recmeds: s
AVAILABLE USERS Selecred users:d REGISTRATION Availabie seas: Uniimied
Awailable users: 52 Users pending approval:J
Users ot in allocation: o
Reararve A
Add Select All Clear &ll
Records . Go Name -
1104t e T
51 ! Page it B b o
[
. Mame - Eranis R Tirny W BArTRY x
- R ro Bodire x
Erily & Ao Mo issues
) Rosalie | Boiender x
Reoanmes b Bakalar Mo Issues
) Catuin F Bystrickey x
@ Ffohin Banks Mo issues
Tirn O Berger Mo issues
Franidin | Bovden Mo iszues
Jozara G Chaves &y ivarring i ssues
B WAITING LIST n
Records: 0
Mark D Corwsay Mo issues
Rerrove A8
Fergus H Cooper Mo issues >
Archy Denys Mo issues Name .
Lesha b Frye M, iarming Issuss

11. Click Submit.
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Change Completion Details

You can revisit the activity completion record for a particular user. For example, you may discover that
a score was entered incorrectly for a user. You can change the score, status and other completion

information on the roster by selecting the name of the user.

You need to select a value in the Status option before changing an existing score or any other roster
entry. This enables all of the other options on the roster. You can choose the same status as the one

currently shown.

1. Navigate to Administrator Links > Learning Activities.
2 Onthe Learning Activities page, search for and locate the required learning activity.

3. From the Actions split-button, select Manage Roster to access the Activity Roster page.

Actions

4. Change the Filter by Status option list to "Registered" to view all the registered users.

Search: Help

Filter by Status:] Registered |V
@ ADVANCED... Y &

Records 1-10 of 49 Page 1of5 » M Go ToPage

5. Check the box beside the desired user(s) and make the necessary changes.

NOTE: Select ATTENDED & COMPLETED for those learners who have actually completed the
training.

6. Click Apply to save your changes.

10. Click OK.

NOTE: When closing out an Activity, be sure to check the other options in the Filter by drop down
menu. (Wait List, Pending Approval, Express Interest)
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Cancel an Activity Offering

1. Navigate to Administrator Links > Learning Activities

2. Locate the Learning Activity you wish to cancel.

3. Click the radio button to the left of the activity name & select Edit.

@ ] ODET Building Trust ILT Class ;oafgl\/hzﬂo% lg/gafpzl{/)gm ggwigmupﬁmsssnoror GSC Global g\miﬁgi’ﬂervices H{g;z;{\)rjnﬁm Hfggzmﬁm
Frankfort, KY

4. Bring the activity back to the Stage Environment.

5. Under General, edit the activity name to reflect it was cancelled.

6. Under Status, uncheck all boxes. Then check the box for Cancel.

Status

Control the availability of this activity for use in other activity structures, viewability in searches,

Active

[] Hide from search results for Learners and Managers

[] Canceled

[] No registration required
[] Hide in Manager mode
[ Hidden from Transcript
Can be copied

Can be subscribed

Can be fulfilled

Express interest

7. Click on the View Tracks option at the top.

STAGE PRODUCTION

i View Tracks] @ New v Rk Actionsv
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STAGE  PRODUCTION §8§ ODET BUILDING TRUST

H View Activities ) New R Actions ¥ Create or modify track properties from this page.Tracks allow different groups |
properties to tracks which will be used during learner registration.

W ODET Building Trust
v PROPERTIES

General Costs Waiting List Translated Properties

» RELATIONSHIPS

8. | Learning Activities Audiences
9. Under Properties, on the general screen uncheck the active flag.
Properties
General Costs Waiting List  Translated...

Use the Translated Properties page to enter details in other languages.
Name: *

ODET Building Trust - Cancelled

Description:

Active

[ ] Requires Approval

Default approver:

BROWSE...

10. Click OK in the bottom right hand corner.
11. Click on View Activities and Save in bottom right hand corner
12. Send to Production

13. Move to Production
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NOTE: The below warning is normal because we are making the activity to inactive.

VALIDATION RESULTS

Validation results are displayed in the table below, these errors could block you from moving the activity to production. Click on the name of the error to fix them
® print | 2Records

Name * Issues
ODET Building Trust - Cancelled 4\ The activity has been modified to no longer be able to be fulfilled by other activities. All existing fulfillment links will be removed.

4, The activity that you are moving to production is inactive while the offering source is active.

MOVE TO PRODUCTION

NOTE: If the Cancellation Notification is active, a notification will be sent to all learners to

inform them of the cancellation.
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Self-Reported Training

1. Navigate to Administrator Links>All Users.

NEWS MY LEARNING
MY DASHBOARD ®
~
|: 7_‘ My Messages
@ My Training Schedule
@MyTrans:ript Welcome to KELMS!
ADMINISTRATOR LINKS The Office of Diversity, Equality, and Training (ODE&T) has EB crtical
responsibility for the development, coordination, and
},@éml Users implementation of all training, employee development, and R Assigned
related programs conducted on behalf of the Executive BB Current
ﬁﬂh-‘\udience Settings Branch. ODE&T also has principle responsibility for equal )
ﬁ . . employment opportunity, affirmative action, retention, N Upcoming
‘w4 Learning Activities . . . . .
inclusion, and diversity on behalf of executive branch W Reguired Certifications
. Advanced Reporting agencies.
BROWSE BY TOPIC
CALENDAR 0 Cabinet/Agenc...
< May 2017 5 1 Activities
Sun Mon Tue Wed Thu Fri Sat
A

NOTE: Only training Instructors and Training Coordinators will have the ability to enter Self-

Reported training. Learners do not have the ability to enter Self-Reported training.

2. Inthe “User Search” box, type in the name of the learner that you are searching for.

USERS

View list of all users, or create a new user. Includes filters and search capabilites

FILTERS  ADVANCED

First Name
Search Users a Displaying 0 of Orecords | 10 25 50 100

Y FLTERS (' Export

First Name = Last Name Manager Name Employee ID Email Primary Organization Primary Job av

Login Username Please enter the text in the search text box to display the result.

Once you have found the name of the user that you are searching for, click on the user’s name. This

will extend a widget on the right side of the screen.
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@ & i a = o

FILTERS  ADVANCED USERS

View list of 3l users, or oreate 3 new user, inciudes filters and search Capabiltes

connel Q

Y TeRs (2 expoet

First Last Manager Employee Email Primary Organi
Name Name Name L]
User
Cassicy Conned Tiffany Yeast Null@sumtotalsystems.com Off of Gen Admv/
for Shrd Srvs May T
Tiffany Yeast
Primary Domain
Labor Cabinet

Primary Org
OFf of Gen AdmvProg Supp for Shrd Srvs

Primary job

Executive Staff Advesor
Email
Nuligsumtotalsystenns. corr

RESET

hitpz//kek o m

3. Click to select the profile icon. This will show an Overview for the selected Learner.

OVERVIEW FOR CASSIDY CONNELL

Executive's Staff Advisor

EMULATE EMPLOYEE

Email Work Phone
Null@sumtotalsystems.com -
LEARNING

Manager City
Tiffany Yeast Frankfort
State Country
KY us

From this screen, you will need to select the “Learning” menu, this will show the option to enter Self-

Reported training.
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8o
©
jo,
]
(]

assidy Connell

Executive’s Staff Advisor SELF-REPORTED TRAINING
This is a list of your self-reported training. You and your manager may be able to enter training you have taken or will take that is not represented in the system library.
Search: Help
LEARNING
New Delete e x
TRAINING TRANSCRIPT [selected Items: 0 | Records: 0
TRAINING SCHEDULE i) There are no records to display.

SELF-REPORTED TRAINING

LEARNING ACTIVITY EVALUATIONS

INSTRUCTOR SCHEDULE

LEARNER APPROVA

APPROVALS

CE REGIONS

4. The Self-Reported training screen will apear, to add the training to the transcript.
Click New.

SELF-REPORTED TRAINING

This s alist of your self-reported training. You and your manager may be able to enter training you have taken or will take that is not represented in the system library.

search: Help

@ Delete ® x
[dselected Items: 0 | Records: 0

4 There are no records to display.

5. Enter the below information:
a. Name (Required): Enter name of Activity
Code: Self-Reported
Description: Something that identifies this activity
Activity Type (Required): ILT Class (unless you specify differently)
Start Date & Time
End Date & Time

Duration: (Enter hours)

-~ o a o o

o «Q

Credit hours: (Enter hours)
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SELF-REPORTED TRAINING PROPERTIES

Enter or update the self-reported training information as needed. Choose to hide this training from managers or not show it on your training summary.
Name:*

Code:

Description:

Activity type:*

Class ﬂ
Media type:

None ﬂ
Delivery method:

None ﬂ

Content type:

None ﬂ

Currency:

U.S. Dollar - USD v

Start date:
End date:

Score:

Duration:

Days Hours Minutes Seconds

Credit hours:

Activity organiser:

Name of presenter:

Hide this training from managers

[ Do not show this training on the training transcript

n | CANCEL |

6. Click OK to save your information

7. Click Training Transcript to view your entry on the Learner Transcript.
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View Resources

You can view all the resources that belong to your domain depending on your permissions.

NOTE: Only users with Administrative permissions can view or update resource
details.

You can access resources and related processes through the following Admin E sub-menus:

1. Setup>Learning>Domain Resources:

ADMINISTRATION

Domain: Energy And Environment Cab...

COMMON OBJECTS

PRODUCT ADMINISTRATION

SETUP
+ Learning
Domain Management

¥ Domain Resources

Vendors
Equipment
Facilities
Locations

Notification Templates

» Domain Settings

2. Click on Facilities (Building in which the training room is housed)
3. Search to view the Domain Facilities available for you to choose from when setting up an

activity.
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Create a Facility

1. To create a new Facility, click New.
2. Enter the name of the Facility or building.
3. Confirm Time Zone is correct.
4. Include Directions for the facility if possible
5. Enter the Address
6. Click OK

FACILITY PROPERTIES

Enter general and optional details.

GENERAL

Name:*

Primary domain:*

Energy and Envircnment Cabinet BROWSE...

Contact first name: Contact last name:

Time zone:

America/Mew York

[Jinternal indicator [JRequires approval

URL:
TEST

E-mail personnel:

(separated by commas or semi-colons)

Directions:

56

MNote:

You have now created your facility. In order to use the facility you must add a Location, which is the

training or meeting room.
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Create a Location

1. To create a new Location, click New.
Enter the name of the Location or training room.
Click Browse in the Facility field to find the Facility you just created & click the radio button beside
it. The Facility is now populated in the field & attached to the Location.
Enter the maximum capacity the meeting room can hold.

Click OK to save your changes.

LOCATION PROPERTIES

Enter general and optional details.

GENERAL
Name:*
Primary domain:*

Energy and Environment Cabinet BROWSE...

Facility:*

BROWSE...
Maximum capacity:
[JRequires approval

URL:

TEST

E-mail personnel:

(separated by commas or semi-calons)

CANCEL

6. The Location is now attached to the Facility and you can now select this location when creating
your training activity.
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Reset a User Password as an Admin

If a learner has forgotten their password, they can reset their password on their own or you can reset it

for them as a KELMS Administrator.

1. Navigate to Administrator Links>Reset Password

RESET/CHANGE PASSWORD

Reset/Change Password of user

SELECT USER

Select the individual you want to reset/change password

| i CLEAR i i ADVANCED SEARCH iI
I () Reset Password I
ail with a link to set new password

() Change Password

On next login user will be required to set new password

New Password

Verify Password

CANCEL || RESET/CHANGE PASSWORD |

2. Enter the Learner’s name, employee ID or other search criteria in the search field & select

the Learner name

Select the Reset Password radio button

Click Reset/Change Password button

Once you click the Reset/Change Password button, a message will appear, indicating the
operation was successful. At this time, the Learner will receive an email where they can reset

their password by following the simple instructions in the email.

Success Password reset or changed successfully.
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To Change a Learner’s Password

Navigate to Administrator Links>Reset Password
2. Enter the Learner’s name, employee ID or other search criteria in the search field & select
the Learner name.
Select Change Password radio button
Enter a new password and reenter the same new password to verify it
Click the Reset/Change Password button

RESET/CHANGE PASSWORD

Reset/Change Password of user

SELECT USER

Select the individual you want to reset/change password

ALL RESULTS ~ Tim Anderson - ID

() Reset Password
User will send an email with a link to set new password

@ Change Password

On next login user will be required to set new password

—_——
New Password

ew Password

INE

Verify Password

Veirifi Pacawnid
Verify Password

CANCEL RESET/CHANGE PASSWORD

6. Once you click the Reset/Change Password button, a message will appear, indicating the

operation was successful. At this time, the Learner will receive an email where they can reset

their password by following the simple instructions in the email.

Success Password reset or changed successfully.
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Upload a File

1. Navigate to Administrator Links > Learning Activities
2. Click File Upload
ACTIVITY MANAGEMENT

Create and manage learning activities.

EI ADVANCED | @

The File Upload dialog box displays
FILE UPLOAD

Upload new content or manage previously uploaded files.

NEW ACTIVITY WIZARD FILE UPLOAD NEW ACTIVITY ~
Displaying 10 of 20751 Records 10 25 50 100

UPLOAD NEW

What do you want to upload? @

PREVIOUSLY UPLOADED

o—0—60—=0

Upload

Upload files to

Properties

Settings

Confirmation

Single SCORM course,document, or file

Staging area(not yet visible to learners)

- -

BROWSE...

3. Choose the file type that you have to upload (such as Multiple SCORM courses). If you have a
single file (regardless of whether it's PPT, DOC, etc,) choose single SCORM course document or
file.

4. Browse your computer for your file(s):

a. If you choose a single SCORM OR File/Document, you cannot upload a file more than 2
GB.
b. If you choose multiple SCORM:

i. Overall size of SCORM courses you publish in one go, to 10GB
ii. Number of SCORM courses you upload in one go, to 500 (considering the file

name of each file is not more than 30 characters).

NOTE: You cannot upload a SCORM course in KELMS that uses a DOS base file
compression software utility such as PKZip or ARJ

5. Choose where you want your course or document to end up
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a. If you choose Staging you can set other properties, such as assigning the course to
audiences, setting up SCORM delivery options (such as player window size), adding
another activity (like a quick assessment) or many other possibilities.

b. If you choose to move it to Production, the course or document is immediately available
to your end-users.

6. Choose your file from your computer
7. Click Upload files
8. Once the progress is 100%, and Done (make sure it says done), click Next

BROWSE... v

9. Specify the file Properties

NOTE: If you receive an error similar to the one below, it means that a content resource
object or file has disallowed characters in its name. Avoid using special characters such as
$@'*%& etc in any file name or title of an object. You can correct this error by reviewing the
manifest file to identify the resource and then locating the resource in the project and
renaming it. You will have to republish it and reload it into KELMS.

FILE UPLOAD

Upload new content or manage previously uploaded files,
UPLOAD NEW PREVIOUSLY UPLOADED

o—0—0—0
Uphoant Sestings

PrOpETTEs ComErmae

X5

An error occurred while parsing imsmanifest.xml An error occurred while parsing EntityName, Lime 413, position 35

what do you want to upload? & Upload files to

& SCORM ment, ar file Staging areal(not yet visible to learners)

NOTE: Mandatory properties are marked with an Asterisk (*).
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Upload new content or manage previously uploaded files.

UPLOAD NEW

Activity Image

PREVIOUSLY UPLOADED

©
o
©

Upload Pr

Activity Name *

Description
.
<S>
Launch method: * *Code
SCORM 1.2 M
Training available to
S
| CANCEL PREVIOUS
a. Enter the Activity name you want the learner to see when launching the course.

It does not need to be the same as the file name.

Browse for an Activity Image

You can give the activity a unique graphic that will appear next to its name. if you don’t
choose an image, Learn uses a default graphic based on the activity type.

Enter a Description

Let your end-user know what you have created for them. Simple is best. Create a powerful,
direct description that can be read at a glance. You may also use HTML to emphasize
important content.

Choose Launch method

The list varies depending on the kind of file, and whether your company has integrated with

third-party software like Adobe Connect or WebEx.

NOTE: SCORM is a set of technical standards for e-learning software products and
stands for “Sharable Content Object Reference Model. If you are uploading a
SCORM file, KELMS populates the launch method automatically.

We recommend that you test your course in SCORM Cloud, a free content testing tool,
to ensure your course functions as expected prior to publishing it in KELMS.

If you are not sure what method to choose, the Generic Document type is a good choice,
as it gives you the option to decide if you want learners to directly launch the activity or if
they need to register for it first. When learners close a Generic Document, KELMS asks
them if they have completed the activity. If they say yes, KELMS marks the activity as

complete and it displays on the Training Transcript.

This is different from the Knowledge Document launch method, which never requires

registration. You can upload any file as a knowledge document, but to access it, the learner
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must have the appropriate software installed on their machine. Unlike Generic Documents,
Knowledge Documents do not ask learners to confirm if they have completed the activity.
Instead, every time they launch and close the activity, it is recorded as an attempt on the

Training Transcript.

(Generic documents only) Update the Launch file name
The Launch file name is the name of the file your learners will open or download. You can

change the Launch file name for Generic documents (such as .doc or .pdf files).

If you upload any other content type, the Launch file displays the name of the index file in
the course’.zip file which forms part of the Launch URL. The Launch URL is an address on

a Web server where your content is located.

NOTE: You can view the Launch file property only if you are uploading content of type

Captivate, Dreamweaver, AICC HACP, AICC JavaScript, or Generic document.

Enter the Code.

If you are uploading a document, please follow the standard procedure on creating a course
code. Again, if you are uploading a SCORM course, a code will be generated for you, which
you can modify if desired.

Use the Training Available To field to select the audiences who can access this activity.

By default, your uploaded content is available to the default audience of the domain where
you are working. If you want to change which users have access to your activity, you can
edit the associated audiences(s).

Audiences are based on an “AND” rule. This means if you select multiple audiences, only

users who are associated with every selected audience can access the activity.

NOTE: You can determine only audience availability here, not assignments.

Click Browse next to the Topics field to associate the activity with (a) Library topic(s) or
subtopic(s).

Topics group activities within the Library by subject, such as “Human Resources” or
“Leadership Development.” Topics can also have subtopics. For example, you might have
the topic “Legal” and then the subtopics “Civil Law” and “Criminal Law.” This makes it easier
for learners to find activities they need. You can associate the activity with multiple topics or

subtopics.
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10. Click Next

11. Optional...If needed, use the Content Player Settings section to customize how the player

displays to learners.

CONTENT PLAYER SETTINGS

Hide SumTatal player navigation
Set the display options for the content plaver window:

= pNone

Width:

Height:

open content player window in full screen mode

5et the size of content player window

Disable scrallbars for content player window (Vertical & Horizontal)

Open content player in native mode (applies only to SCORM content)

>

Hide SumTotal Player Navigation: Select this checkbox to hide the navigation options for
online learning activities. This hides the black navigation bar at the top of the training
content. We recommend doing this if you have built in navigation on the computer based
training (CBT) module.
Set the display options for the content player window:
e None: The content player auto-adjusts to fit the content.
e Open content player window in full screen mode: The content player always
opens in full-screen mode.
e Set the size of the content player window: set an exact Width and Height for
the content player.
Disable scrollbars for content player window: No scrollbars display in the content player.
Content-specific CSS can always override the scrollbar display behavior.
(SCORM only) Open content player in native mode: enables the rendering of HTML5
specific elements within the content. We recommend selecting this option if your content is
HTML 5-enabled. Selecting this option also ensures the course will work correctly on

Internet Explorer (IE) browser version 9 and above.
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12.

13.

14,

Use the Activity Settings to determine basic properties, such as if the activity can be subscribed to
another activity (such as a curriculum) or if learners need to register for it. You can update these
properties later using the activity’s Staging Editor if needed.

For SCORM documents/courses, you can also Copy progress details to the next attempt. If you
select this option, the SCORM course automatically “bookmarks” the learner’s location so that if
they have to close the course and come back to it later, they can pick up right where they left off.
We recommend this practice as it allows for a good user experience.

If activity settings are not entered at this point, they can be changed at a later time.

Click Upload

Click Close to close the window, Upload more to upload more files, or check the file upload status
from the Previously Uploaded tab.
Depending on your decision, once the file has been uploaded it will end up in either Staging or
Production.
> If your decision was Production and you are not adding the course to any other activity
structure, you have completed your task.
> If your decision as Staging, go to the next step.

X (o

UPLDAD MEW PREVIQUSLY UPLOADED

CLEAR COMPLETED ITEMS MOVE TO PRODUCTION | W VIEW PROCESSED ITEMS-
Cisplaying 10 of 15 Records 0 25 50 100
I File Marme Ackivity Size - Cods = Mame - Laxt - Skt
Name = Updated

[m] LequencingPostTestlollup SCORM20043rdEdition zip
Lample E6441kh  com scorm poifsamples. sequendng posttestrolup 20043rd Tracy WRR0E
Abe=lon 2110 AM X
EOT

License settings.txt
test 1.3k 1] manesh W25
madmin 5:54:03 AM
EDT

NTM_TUE_2015.2ip ==
ISTaryLine 20 06mb METaryLine AdrrifiSracos QA0S
Administrator 238:130M
DT

O newep
Tasting 27Tk Adminisracor SO0
(¥}
< #
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15. From the Staging Editor, set any additional desired properties (such as Audience availability or

Registration options).

G ~GoTov P ExpandAll ¥ Collapse All = Checklist W View Required Properties "
v CONFIGURE GENERAL PROPERTIES FOR YOUR ACTIVITY
i View Tracks ) Newv & Actions v
General
T CPR Training
Set general information like activity name, activity code, description, add specific images associated with your learning activity.
Name: *
CPR Training
i Primary Domain: *
Global
Activity Image:
No image is uploaded for this a(tivity
Activity type: *
Course v
Code: * v
=
a. Click Optional to view a full list of properties and configure them.

For online content in particular, you may want to modify the General Web-Based Properties.

(SCORM content only) From the Web Based Training>General properties, click Preview

to access your uploaded content and make sure it's working as expected.

16. Move your activity to Production

Click Validate for Production. Resolve any issues (if needed) and click Move to Production.
Your learners can now view and take the course (unless you set specific options to block them).

You can also link your content to other activity structures at this point.

17. At this point, it is a good practice to test the online course to make sure it is working properly.

Search for it in the enterprise search, register yourself, and then complete the training to make sure

it is working as designed. This extra step will help reduce requests for help and potentially

embarrassing issues.
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Express Interest in Training

KELMS allows a user (who has the ability to register for training) to express interest in an activity by

sending your comments to the administrator describing your training requirements.

You may want to Express Interest when:
e There is a scheduling conflict between this and another activity.

e You cannot attend the activity on the specified date or at the specified location.

To Express Interest

Click the catalog search icon

Enter the name of the activity for which you want to Express Interest.
Click the drop down menu beside SELECT and choose REGISTER.
Click the EXPRESS INTEREST link in the upper left hand corner.

ODET BUILDING TRUST

Express Interest

AP w N PRE

Activity1 >
Display:  All Upcoming Offerings v
¥ SELECT AN ACTIVITY 7 ACTIVITIES

ILT Class
ODET Building Trust

@ 6/1/2017,8:30 AM EDT - 6/1/2017,12:00 PM...
@ 5th Floor - Room 539, Academic Services B...
o Available seats:15

ILT Class
ODET Building Trust

@ 712/2017,12:30 PM CDT - 7/12/2017,4:00 P...

Q@ PENNYRILE FOREST SRP, PENNYRILE FORES.

& Avalable seats:29

Actions =

ILT Class
ODET Building Trust

@ 81/2017,8:30 AM EDT - 8/1/2017,4:00 PM EDT

& Available seats:30

5. In the new window, enter your comments explaining your needs.
EXPRESS INTEREST
You can enter text below to explain your
preferences for attending or registering.
ILT Course: ODET Building Trust
Comments* :
| CANCEL m
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When you express interest, the administrator reads your comments from the Express Interest view on

the Activity Roster and takes appropriate action to ensure your needs are met.

You can view the list of activities in which you have expressed interest on the Express Interest tab on

your Training Schedule. You can remove an activity by clicking cancel Interest.

Hame . Learn - Training Schedule

TRAINING SCHEDULE

This is a list of activities for which you hane expressed ingerest

TR gre|

CLURRENTSUPCOMING EXPFRESS INTEREST PENDING SIGMATURES COMFLETED CAMCELED

& view Calendar
WAITING LIST OR PENDING APFROVAL

_.u.:l ExporT To Enced = Pring

a hetivity Narma J Coade = Enprassed Interest = Camments Actions
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Express Interest Admin Instructions

1. Navigate to Administrator Dashboard>Activity Management

ACTIVITY MANAGEMENT

Create and manage learning activities.
Displaying 10 of 251 Records 10 25 50 100 E] E

oded x E’

[Hexport B print (Fcopy X Delete All Activity Types v Active v
Name Activity Start Date End Date Code Primary Facility Published Last Actions
Type Domain Date Updated
Date
o Class 4/13/2016 411372016 31100ILTKRS108 Kentucky 5/27/2016 5/27/2016
Disability Post 9:00 AM 9:30 AM Retirement 3:09 PM 3:09 PM
Retirement Issues EDT EDT Systems EDT EDT
o] Class 4132016 4132016 31100ILTKRS109 Kentucky 53172016 5/31/2016
Disability Post 10:00 AM 10:45 AM Retirement 8:20 AM 8:20 AM
Retirement Issues 2 EDT EDT Systems EDT EDT
o] ILT Class 5112017 51207 S5790ILTPGDWCAHT104-0-0042 Personnel 472772017 Ar27/2017 EDIT
Kathys test - ODET 8:30 AM 4:00 PM Cabinet 917 AM 10:09 AM T
Anti-Harassment EDT EDT EDT EDT

2. Click on the drop down and select “Manage Roster”

o Class 4132016 41372016 31100ILTKRS108 Kentucky S/27/2016 5/27/2016
Disability Post 500 AM 9:30 AM Retirement 3:09 PM 3:09 PM
Retirement Issues EDT EDT Systems EDT EDT
o Class 4132016 41372016 31100ILTKRS109 Kentucky 5/31/2016 5/31/2016 e
Disability Post 10:00 AM 10:45 AM Retirement 8:20 AM 820 AM -
Retirement Issues 2 EDT EDT Systems EDT EDT
o ILT Class 5/11/2017 51172017 S5790ILTPGDWCAHT104-0-0042 Personnel 472772017 4/27/2017
Kathys test - ODET 8:30 AM 4:00 PM Cabinet 917 AM 10:0% AM
Anti-Harassment EDT EDT EDT EDT
Training Properties
o] Course 55790CETPGDKELMSBasicsofNav GSC Global 12/1/2016 1211/2m
ODET - KELMS Basics 908 AM 908 AM | U T
of Navigation EST EST
ILT S5T90ILTTECKELMSTC100 GSC Global 1117206 111772016
ODET - KELMS Course 9:40 AM 9:40 AM e
Training EST
Coordinator

It will open the class roster

Search: Help
@ View: Completion informationﬂ
ADVANCED... Clear Search results
show Records: 10 :|
x
Add Remaove Unlock — -
iSelected Items: 0 | Records: 4
[l Name .~ Status Status Date Score Passed Completed
v M
(Clear Value)
[0 macharla)Aaron Registered 51472017 9:54:18 AM EDT
[0 mmTimothy R Anderson Registered 5142017 9:54:18 AM EDT
[0 mmcChristie A Brown Registered 5142017 9:54:18 AM EDT
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Click the drop down on the View menu.

Lo 4 Completion information
ADVANCED... Clear Search results Cther notes

Invoices

Additional costs
Waiting list
Approvals: Pending
Approvals: Approved
Aonrovale: Deisctad

Search: Help

Add Remove Unlock
oY alc Goiocto
[] Name . Status Status Date Score Passed
“ M
(Clear Value)
[0 macharla) Aaron Registered SM472017 9:54:18 AM EDT
[0 maTimothy R Anderson Registered 51472017 9:54:18 AM EDT

Select Express Interest from the drop down.

Search: Help

View: Express interest v
ADVANCED... —

Show Records: 10 V|

= x

Add Remove &3
iSelected Items: 0 | Records: 0

i) There are no records to display.

The Express Interest list page will appear. If anyone has expressed interest in the activity they will

appear here. From this information, you can make business decisions to add another activity or email

- x
Add Remove =

Sselected Items: 0 | Records: 4

[ Name o p User Ci Administrator Comments Type

Interest

[0 msAaron W Brown 5/14/2017 Express
Interest
[0 msAleesha L Brown 5/14/2017 Express
Interest
[0 msAngela K Brown 5/14/2017 Express
Interest

From here you can add learners that have expressed interest in the training course or remove them

once they have been enrolled into a class. You can email each user or all of them as a group from this

page.
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View & Print Transcript (Learner Instructions)

1. Click the My Transcript button from the Learner Home Page

KELMS Learning

Welcome to the Kentucky Enterprise Learning Management System
(KELMS)

Please click the *Self* button in the upper left hand corner to setup
your security question. You can use your security question to reset your
password at the login screen In case you forget your old password. If

you need assistance, contact your

® ©)
My Transcript My Training Schedule

® ®
oy esages |

2. The transcript page will open. From here you can select the date range to filter your training

transcript, print the results, or export it to a pdf file to print, save or send electronically.

3. To print a specific diploma, click on the diploma icon next to the training on your transcript.

~
(o)
TRAINING TRANSCRIPT
-ange to filter completed training records.
DERSON
Username: User number:
m.earner 5T5- 79939
E-mail: Manager:
Mull@sumtotalsystems.com Timiothy Manager Anderson
Primary organization: Primary job:
ACTIVITIES
Activity © Date - 1 Date Score Avtended Duration Estimated Credit
Hours
@ ILT Course: KYTC introduction 1o Programming Y326 14
ILT Class: Tandem Solutions 5/3/2016 8 i

4. From here you can print the diploma, or export it to a pdf file to print, save or send
electronically.

SumTotal x

[ PRINT " EXPORT TO PDF I[ CLOSE |~

Certificate of Completion

This is to certify that

Tim Learner Anderson

has completed the course
KYTC Introduction to Programming
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Reference — KELMS Course Code Development

Example
Cabinet & Agency @ Delivery Common Category/Types  Agency Code
| Method |
5 digit numeric 3 alpha 3 alpha Up to 244 Alpha Numeric
Required Required Required Required
57886 ILT TEC TCPDA1013015-02-26

1. KELMS Learning Activity Code Standard

This standard is to be adhered to for any course, class, and activity, which is entered into KELMS.
Any learning activity included in KELMS is required to have a Learning Activity Code in accordance
with the following alphanumeric structure. Itis composed of Cabinet and Agency, Delivery Method,

Category/Type, and Agency Code.

2. KELMS Code Standard Structure

Cabinet and Agency: 5 digit numeric as assigned by the Commonwealth's Finance and
Administration Cabinet
e The cabinet identifier is the first two numbers

e The agency identifier is the last three numbers

Delivery Method: 3 alpha numeric characters according to the following codes
e |ILT - Instructor Led Training

CBT - Online Training
BLE - Blended Learning
e MTG - Meeting

e WEB - Webinar

e CON - Conference
e ACK - Acknowledgments
e OJT - On the Job Training

Category/Types: 3 alpha numeric characters according to the following codes
e HRS - Human Resources

e TEC - Technical Training
e ADM - Administrative

e PGD - Professional Growth and Development
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NOTES
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